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How to Register for an Account

1) - For first time users please “Register for an Account”
- For returning customers please continue to login with your existing credentials.

2) Go to https://acceladmz.highpointnc.gov/chpaca/welcome.aspx. At the top right you can Login or
Register for an Account. You can also register for an account in the grey Login window.

Announcements | [ ]Accessibility Support || Register for an Account | Login

Pl 4
Home Construction Permits Land Development Code Confirmation more ¥
Welcome to the new City of High Point Citizen Portal L
We are pleased to offer our citizens, businesses, and visitors access to government e
services online, 24 hours a day, 7 days a week. User Name or E-mail: @
With this solution we are fulfilling our promise to deliver powerful e-government
Password:

services and provide valuable information about the community while making your
interactions with us more efficient, convenient, and interactive. To use ALL the services | |
we provide you must register and create a user account. You can view information, get | Login » |

questions answered and have limited services as an anonymous user. We trust this will

provide you with a new, higher level of service that makes living and working in our
community a more enjoyable experience. [] Remember me on this computer

|'ve forgotten my password
What would you like to do today?

To get started, select one of the services listed below:

3) After you have read and agree to the terms of use, check the box “I have read and accept the above

terms” and click “Continue to Registration”.
Account Registration

You will be asked to provide the following information to open an account:
« Choose a user name and password
* Personal and Contact Information

e License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

TERMS OF USE AND DISCLAIMERS A

General Disclaimer

Information presented on this website is collected, maintained, and provided for

the convenience of the user. While every effort is made to keep such information
accurate and up-to-date, the City of High Point ("City") does not certify the

authenticity of any information that is provided on this website. Under no

circumstances will the City be liable for any actions taken or omissions made from (v
reliance on any information contained herein from whatever source nor will the City

— | have read and accepted the above terms.

| Continue Registration »J



https://acceladmz.highpointnc.gov/chpaca/welcome.aspx

4) Next, please fill out the information you would like to use to login with. (You will need to remember this

information to use Accela in the future).

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field

‘ Login Information

* User Name: @
[3ohnDoe1234 |

* E-mail Address:
|]uhnDoe1234@ema|\.com ‘

*Password: @

* Type Password Again:

* Enter Security Question: @

|What is your favorite city in North Carolina? ‘

* Answer: @

[High Point |

*Mobile Phone:
[123-456-7890 |

‘ Contact Information

Choose how to fill in your contact information

5) After your information is complete and accurate, under “Contact Information” click “Add New”. (This is
required in order to continue making your account.)

Contact Information

Choose how to fill in your contact information

-
6) Select your “Contact Type” and hit “Continue”. (Applicant if you are applying for a permit)

Select Contact Type Abatement Contractor
Agent

m—)) /oplicant

Attorney

Authorized Delegate
--Select-- v ‘ Business Information
Business Owner
Case Manager
City Contact

. Complainant
\ ContmueJ Discard Changes Contact
Developer
Director
Grading Contractor
License Holder
Mailing Contact
Main Contact
QOccupant
Organization
Property Owner
Tenant
Towing Contractor
Vehicle Owner

“Type:




7) Enter your Contact Information and hit “Continue”.

Contact Information x
*First: Middle: * Last: Suffix:
[30hn I | [Doe I |

Name of Business:
[30hn Doe Inc. |

* Address Line 1: *Work or Home Phone: Extension
[211 S Hamilton St | [123-456-78%0 | |
Address Line 2: * Mobile Phone:

| [123-a56-7890 |

*City: * State: *Zip:

[High Point | [nc ~ 27262-

Fax: * E-mail:

‘ ‘ |]ahnD061234@ema|I.cnm| x

W Contact Addresses

| Add Additional Contact Address |

To edit a contact address, click the address link.

Showing 0-0 of O

Address Type Recipient Address Status Ent
No records found.
< >

| Continue | | clear | hiccard Chanaes

8) You should get a message displaying that your “Contact was added successfully”. From there you can
edit or delete your profile.

Contact Information

Choose how to fill in your contact information.

|¥¥ cContact added successtfully. |

John Doe

John Doe Inc.
JohnDoel234@email.com
Home phone:123-456-7890
Mobile Phone:123-456-7890
Work Phone:

Fax:

Edit Remove

¥ Contact Addresses

9) Enter the security code below and continue with your registration and click “Continue Registration”.
(This code will change)

Enter the words below

ced

Il Continue Registration » l

10) You should get another notification that your account was added successfully and you can now proceed
to login.

Your account has been created successfully. You can Login to use the system.




How to Link a Professional License to Your Account

1) Before you can add a license to your account, make sure you have applied and “Registered as a
Professional” through the City of High Point.

2) Once you log into Accela, in the top right hand corner click “Account Management”.

| Collections (0) | =fCart (0) || Account I"w'lanaoeme'ﬂll Logout

3) To add a License click “Add a License”.

License Information Add a License

You may add professional license(s) to your public user account by clicking the Add a License button. Your professional license(s) may need to be validated
by the agency before you can use it
Showing 0-0 of 0

Business

State License # License Type Name First Name Last Name Expire Date Action

No records found.

4) Please enter License Type and License Number and click “Find License”

indicates a required field.
License Information

*License Type: * State License Number:
| Contractor - Generzal by | |NC1.4589 |
)

————

5) Once you have found your License Information, click on the License Number where it will show you
more information about the License. If you do not see your correct License please click “Search Again” until
you find the correct one. After finding your correct license make sure you “Connect” it with your account.

License Information

Showing 1-1 of 1

License Number Type Business Name Name License Expiration Action
NC14589 Contractor - JJ Joe Albany alid Lonnect |
/ General CONSTRUCTION -
Search Again »

6) Once you click “Connect”, you will be prompted to confirm that this is the license you want to associate
with your account. Click “OK”.

Staff. This may take a couple business days to
take effect. Once activated, the Professional
License will be linked to the ACA user.

—— = Note: The request must be “Activated” by City
|

|9] Do you want to associate this license to your account?

7) You will then get a message saying that your license was added successfully.

NC14589 pi 13l license added su y to your public user account.
v This license must be activated before use.



http://www.highpointnc.gov/build/ProfessionalRegistration.pdf
http://www.highpointnc.gov/build/ProfessionalRegistration.pdf

How to Add a Delegate to your Account

1) A Delegate is someone that you can assign to have access to work on your account based on the certain
permissions you allow them to have.

2) Under “Account Management”, scroll down to “Delegates” and click “Add Delegate”.

| Collections (0) | =fCart (0) IAccoum Manaqeme@t | Logout

Delegates

3) Type in their Name and Email Address and select the “Permissions” you wish them to have access to.
Click “Invite a Delegate”.

Add a Delegate X

Enfer the name and 2-mall agdraes of the: Person 10 Whom you waukl [Ike 10 grant g2legale 3cc26E 10 Your 3ccount.

*Name * E-mail Address

John Do= | |Juhn:>:=1234§2=na l.com

Set Delegate Permission

Delegates cam view records across ail cafegories uniess you choose to reskrict them to specific categoriss.

View Records in all categories (Change)

For the f mrmizzions, the svailable cabegories are limited to the ones that you heve granted bhe

dmlegate access b view records

E] Create Applications in all categories  (Change)
] Renew Records in all categories  (Change)
] Amend Records in all categories  (Change)
[¥] Manage Inspections in all categories  (Change)
k¥ Manage Documents in all categories  (Change)
] Make Payments in all categories  (Change)

Remove Personal Note

1 =m =dding you 2= a delegate to my account Bz fave
scress to all of the permissions. Please note that I can
del=l= you &5 a delegat= on my account as well as
change the permissions as I choos=.

spell chack

Enter the words below

E

[57aq|

Invite a Delegate Cancel
#  Cancel

4) Once you have invited them, you can see and manage who you have invited as a delegate.

Delegates

eople who can access my account

ohn Doe (JohnDoel234@email.com) View Invitation
nvitation sent on 06/26/2015




5)

The delegate you requested will receive an email that notifies them that they will need to log into their

Citizens Access in order to Accept or Reject.

6)

BuildHPDev.No-Reply <BuildHPDev.No-Reply@highpoeintnc.gov> Jun 25 (1 day ago) L
to me [~

Dear Mark
Joealbany would like to add you as a delegate to their Citizen Access account.
' have selected to grant you access to all of the permissions.’

As a delegate, you will be able to create application, manage inspection and documents, renew and amend records, and make payments on the behalf
of Joealbany, based on the permission that have been granted to you.

Please log into your Citizen Access account and access to the Account Management > Delegates to accept or reject the request.

Once they accept, they will now have access to the permissions that you have granted them. You can

change the permissions or remove them at any time. (They can also remove themselves from being a
Delegate of your account at anytime)

People whose account | can access

John Doe (JohnDoel234@email.com)

Last accessed account on 07/01/2015

Manage Delegates
(JohnDoe1234@email.com)
5

Added on 06/26/

You last accessed on 07/01/2015

Permissions

You currently have access to the following on this account

View Records in all categories
Create Applications in all categories
Renew Records in all categories
Aamend Records in all categories
Manage Inspections in all categories
Manage Documents in all categories
Make Payments in all categories

| Back to account Remowe my access to this account

7)

As the Delegate, they can now do things such as:

View your records

Create applications from your account

Renew and Amend your records

Manage your Inspections and other Documents

Make payments from your account

For example, they can choose an item to pay for you, then enter their payment information and done.

| 1 Select

P ReceiptiRecord
R |2 nformatio

Home Construction Permits

Step 3:Receipt/Record issuance

Create an Application |

Receipt
Create this application as
Your application(s) has been successfully submitted. B Myse|f
v Please print your record(s) and retain a copy for your records. 3 r — 1
® Another person *[John Doe V|

Or they can choose to create an application as themselves or as you. /

Continue Application »



How to Apply for Permits

1) Once you have created your account in ACA you can now:
a. Apply for permits

Check Plan Review workflow status

Review building Permit status

Review inspection results for issued permits

Schedule inspections

Search permit Activity

Map permit Activity

Lookup property Information

S® 0 a0 T

Search for a license

j. View announcements
k. Manage collections
I. Easily manage all of your applications and check status.

2) Once you Login using your existing credentials, you will be brought to the home screen.

Login

User Name or E-mail: @

[1ohnDoe1234 |

Password:

[[] Remember me on this computer

I've forgotten my password
MNew Users: Register for an Account

(For an example, we will demonstrate how to apply for a Construction Residential OTC

Permit. Most of the applications have very similar steps, however, some may require

more documents. Ex. Building plans.)



3) You can either click on the “Construction Permits” tab at the top or you can go under the

Construction Permits window and click “Create an Application”

Home

Welcome Joe Albany

You are now logged in.

What would you like to do today?

Construction Permits

‘\

Land Development Code Cor

To get started, select one of the services listed below:

General Information
Lookup Property Information

Search for a Licensee

Land Development
Create an Application
Search Applications
Schedule an Inspection

Fire (Operational Permits)
Create an Application

Search Applications

Schedule an Inspection

Public Services
Search Applications

Code Viclation
Search Applications

Emergency
Search Applications

Construction Permits

Create an Application i m———

Search Applications
Schedule an Inspection

Code Confirmation
Create an Application
Search Applications

Board Action
Create an Application
Search Applications

Transportation
Create an Application
Search Applications
Schedule an Inspection

Customer Services
Create an Application
Search Applications

Financial Sureties
Search Applications

4) Once you have read and agree to the terms, please check “I have read and accept the above

terms”. Then click “Continue Application”.

TERMS OF USE AND DISCLAIMERS

General Disclaimer

.@I have read and accepted the above terms.

'

——
‘ Continue Application » h

Information presented on this website is collected, maintained, and provided for

the convenience of the user. While every effort is made to keep such information
accurate and up-to-date, the City of High Point ("City”™) does not certify the

authenticity of any information that is provided on this website. Under no

circumstances will the City be liable for any actions taken or omissions made from W
reliance on any information contained herein from whatever source nor will the City



5) Next, you will be brought to a screen where it might look different depending on how you have

6)

configured your account through “Account Management”. If you are a Delegate of someone’s
account this screen will show, if you are not a Delegate, please see Step 6.

**[Note: If you are a Delegate of someone else’s account (depending on the permissions they
have given you), you will be able to act as them through the application process. The computer
will think you are them.]**

For right now, we will just continue to apply as “Myself”.

Home Construction Permits Land Development Code Confirmation more v

Create an Application | Obtain a Fee Estimate | Search Applications | Schedule an Inspection

Create this application as
® Myself
(O Another person ” Jane Doe

Confinue Appli

You can now choose which Select a Record Type
construction permit you W|Sh to apply Choose one of the following available record types.
for. Each application will vary on length

D Alcohol Beverage Control (ABC) Permit

and information it may need. For Commercial Construction Permit
O Commercial OTC Permit
) Demolished Structure Permit

Example, some might need Plans

uploaded, so for simplicity reasons we SEIEE R——_— _
) Home Occupation Permit
will demonstrate a Residential OTC O Moved Structure Permit
. O Permit Update
Permit. :

D Residential Construction Permit
= ® Residential OTC Permit

) Sign Permit
O Temporary Event Permit

‘ ConnnueApplicaﬁi E,

Not sure which Record Type to select? Click
here for a complete listing of Record Type
definitions and required information.



http://www.buildhighpoint.com/GuidanceRecordTypeSelection.pdf

7)

Next, enter the Address of the permit location (The address where the construction or project

will take place). Once you enter the Address, it should automatically fill the Parcel and Owner

information. Please just put in the street number and street name. Do not fill out all fields. The
more general address search, the more likely you are to find the correct address.

Residential OTC Permit

1 Step 1 2 Review

Step 1:Step 1= ocation

4 Record Issuance

* indicates a required field.

| Address

Search for a valid address. If you want to change the initial address searched, please make sure to use the Clear button before searching again.

Use map to select work location: ﬁ

Street No.: Direction: Street Name: Street Type:

[221 | B [HamiLTON ] [sx ~

Unit Type: (&  Unit No.: @

[--==lact— ~

City: H County: Zip:

[H1GH POINT J[rec | [z7280

I Search I |__ciear J

—)  Parcel |
Use map to select work location: “

* Parcel Number: Coumnty: Subdivision:

lo171504 |Guilford{100%%a) [-—S=lece—

Airport Overlay:

Fire Limits: Firm Panels:

[Primary(529e). Secondary(4%a} [7aooa(1o09e)

Flood Designation: Flood Zone: Watershed:

|Randleman Laks General(100%:)

Zoning: Zoning Subarea: Scenic Corridor:
[ces(ro0=e) I I

IMUD: Jurisdiction: Special Use:

1 |High Point{100%&) 1

Land Use: Historic District: Stream:

|Institutional{100%:)

Board of Adjustment Case:

Watershed Sub-Basin:

Mixed Use Center:

Wards:

|ERGEES)

Land Use:

[Downtown Areali009e)

 search | | ciear |

‘ | Owner

The information below is the latest available from the County Tax records. If you change this information, please attach (awvailable later in this request)
documentation (Deed, Settlement Statement).

Onamer Name:

@

|CITY OF HIGH POINT

Address Line 1:

[P BOX 220

Address Line 2:

City:

State:

[HiGH PoInT

| [me | [z7zs12

Phone:

E-mail:

 search | [ clear |

I Sawve and resume later: [™] I

Click “Continue Application”. f
Note: You may save the application and continue it

later. This information is saved onto your local
computer. City Staff is not aware of your application
until it is submitted and paid for.

10



8)

9)

You will now have to select which contact information you wish to have attached with this
application. Click “Select from Account” and select which contact you want that will be
contacted if there are any issues with the application. Example: Needs more information to
process or needs more documentation. You can choose between the Applicant and the

Homeowner.

Step 1: Step 1> Contact Information

Applicant

An Applicant is required. To add contacts, click the Select from Account or Add Mew button.
The Applicant is the responsible party for the project

@ﬂﬁw Add New ‘ Look Up ‘

ndicates a required field.

Select Contact from Account

Select a contact to attach to this application.

If the contact has multiple addresses, you can selact which to use in the next step.

Showing 1-2 of 2

Category Type Name
(@ Associated Contact Applicant John Doe

As
As

[OX sociated Owner CITY OF HIGH POINT

( Lant %’Eiscard Changes

Click “Continue”.
When added

«” Contact added successfully.

John Doe
John Doe Inc.

If the Homeowner does not already
have an account or their contact
information in ACA, you will have to
enter it now to proceed. Otherwise
it will use your (the applicant)
information that is on file.

successfully, you will
get a message that '
looks like this. Edit

If you have already registered as a “Professional” with the city, you can now choose which
license you would like to attach to the application. If you have not “Registered as a

Professional”, please do so here: Professional Registration

Professionals
—

To add a new licensed professional, click the Select from Account or Add Mew button. To edit a icensed professional, click the Edit link. To find a licensed

professional, click the Look Up button.

I Add New Look Up II

Showing 0-0 of O
License
Classification

License Number License Type Business Name Contact Name

No records found.

Action

-You can Add New or Look Up your existing license. When you find your license, connect it to

your account and click “Continue Application”.

" Licensed professional added successfully.
Showing 1-1 of 1

License Number License Type L'cen?e = Business Name Contact Name
Classification
NC7433 Contractor - Unlimited JOHM DOE'S John Doe
General COMNSTRUCTION
COMPANY

Action

Edit Delete

11



http://www.highpointnc.gov/build/ProfessionalRegistration.pdf

10) Next, you will have to fill out the detailed information about the project.

Residential OTC Permit

1 Step1 2 Review 3 Pay Fees

Step 1: Step 1> Details

4 Record Issuance

= indicates a required field.

| Detail Information

For the "Project Mame" provide a short iption (i.e. Jones F

* Project Name:
John Doe's Project

* Detailed Description:

1 would like to replace some windows for my customer
bacause thay leak whan it rains

spell check

idence). For the "Detailed Description™ describe all proposed work.

Additional Information

= Job Value($): * Dwelling Units: * Number of Buildings:
[1.500 ] [x ] [ |
[ Public Owned * Type of Building:
[150-Public or government,other ~]
AsSI
GENERAL INFORMATION
*Applicable Code:
*Proposed Occupancy
Classification:
Building - Re-Roofing: O
Building - Window Replacement: [
Building - Siding Replacement: 1
Plumbing - Fixtures and O
Connections:
Plumbing - Utility Service:
Water Heater - Gas: 1
Water Heater - Electric: (]
Electrical - Sub-Panel: O
Electrical - Outlets and Fixtures: 1
Electrical - Temporary Service:
Electrical - Service Change:
Mechanical - Fuel Line Only: (]
Mechanical - Fuel Appliance:
Mechanical - HVAC Unit Addition or []
Replacement:
Mechanical - Duct Work Only: (]
* i Size and L. i of Two Trucks.
Work:
spell check
UTILITY SERVICES
Please update the providers and type of heat (if necessary)
Water Provider:
Sewer Provider:
Electric Provider:
Gas Provider: You may attach files and other documents
Type of Heat:

Utility Service Notes:

here. They must NOT exceed 64 mb. For right
now, it is not required so we will not attach

ell check

|

any. Other applications may require them.

Attachment

The maximum file size allowed is 64 MB. Click here to get the form

The maximum file size allowed is 64 MB

are disallowed fils types to upload

Name Type
No records found.

lSEleﬂfrurnAcl:uunJl Add J

Continue Applicati

Save and resume later: [

Click “Continue Application” when all of the information is correctly filled out.

12



11) Please review your application to reassure its accuracy.
Residential OTC Permit

1 2 e
12) After you have checked over your document and click “Continue Application”, you will be
prompted to pay the fee associated with your type of application. Fees vary according to the
type of application. If there are no fees associated with the application it will automatically take
you to your receipt page.
(Note: You can use ACA to get a quote on certain application fees)
13) Please click “Checkout” and enter in your payment information or click “Continue Shopping” to

create another applications and pay for several at once.

You can save payments for later by clicking “Save for later”
Cart

1 Selectitem to pay

Step 1: Select item to pay

Click on the arrow in front of a row to display additional information. temz can be 2aved for a future checkout by clicking on the Save for later link.

PAY NOW

914 WIMBLEDON PL, HIGH POINT NC 27262
1 Application(s) | $25.00

» Temporary Use Permit $25.00 Edit Save for later Remove
15TMP-000332

Total amount to be paid: $25.00

MNote: This does not include additional inspection fees which may be assessed later.

{ Checko%!;l Continue Shopping =

14) Click “Submit Payment”.

15) Then you will be given your Record ID. You can use the Record ID to track the status of your
Application. Please print or write down the Record ID so that you can refer back to your
application at any given time.

2 Receipt/Record
1 2

Step 3: Receipt/Record issuance

Submit Paym

Receipt

. Your application(s) has been successfully submitted.
H Please print your record(s) and retain a copy for your records.

211 S HAMILTON ST, HIGH POINT NC 27260

0C-15-0120 Copy Record

Please
note the
Record 1D

13



Project Management

How to Check Status of Your Application
1) Once you Login to Accela Citizen Access (ACA), you can:

e Check your Applications’ status
e Manage your Applications
e See the date you submitted your Applications
e See your Applications’ Record Numbers
e See the description of your Applications
e Download the results of your Applications
2) You can check the status by one of two ways:
1-By clicking the “Search Applications” link from the Home page.

Home I Construction Permits. I Land Development Code Confirmation morew

WelcomeJohn Doe Cart (0)

You are now logged in. Your cart is empty.

What would you like to do tod3y?

To get started, select one of the serfices listed below:

Construction Permits

Create an Application
Obtain a Fee Estimate

Search Applicatigns.

General Information
Lookup Property Information
Search for a Licensee

Land Development Code Confirmation
Create an Application Create an Application
Obtain a Fee Eslimaie Obiain a Fee Estimate

Search Applications Search Applications.
—OR-
2-By clicking one of the module tabs and then clicking “Search Applications”

Home Construction Permits Land Development Code Confirmation more ¥

Create an Application | Obtain a Fee Esfimate | Search Applications | Schedule an Inspection

3) Once you click “Search Applications”, you will be brought to a screen where you can see all your
Applications.

cores o |

Status
Show on Map 9
Showing 1-5 of 5 | Download results | Add to collection | Add to cart | Copy Record

[] Date Record Number Record Type Project Name Description Status Address
[] 07082015 OC-15-0120 Residential OTG John Dos's John Dos's 1
Permit
[] O7/06/2015 ZP-15-024 Fence Permit Madison’s Fence  Madison's Fence Application Accepted UNSET DR
HIGH POINT NG
27262
[] D7/D&/2015 RC-15-0045 Residentia PARKER ORLEANS 4435 SADDLEWOOD
Construction Permit H ABLILDY CLUE DR, HIGH

POINT NG 27!

SADDLEWOOD
8

CLUE
I:I 0E/26/2015 15TMP-000332 Temporary Event Birthday Party Birthday Party 914 WIMBLEDOMN PL, 1
Permit HIGH POINT NC
27282
I:I 0E/24/2015 OC-15-0096 Commercial OTC John Doe's Project John Doe's Project Permit Issued ¢
Permit

PARKWWAY AL,

W
GH POINT NC

< >

14



4) To see more details about your application click the “Record Number”.
Showing 1-5 of 5 | Download results | Add to collection | Add to cart | Copy Record

|:| Date Record Number Record Type Project Name Description
|:| 07/oar2ms OC-154 - Residential OTC John Doe's John Doe's
*5 Permit

5) Here is where you can:
e Work Location — See your Project on a map

Status

e Record Details — See a detailed description of your Application

o Fees — See and pay your Application fees
e Inspections — See and schedule Inspections

e Processing Status — Check your Application’s status

e Attachments — See your Application’s Attachments (Plans)

e Related Records — See related records

6) Click “Processing Status” to check the status of your application.

Record OC-15-0120:
Residential OTC Permit

Em

Add to cart Add to collection

‘ » Work Locaticn

‘ » Record Details

‘) Fees

‘ » Inspections

\-&P rocessing Status

‘ » Attachments

‘ » Related Recerds

Address

211 5 HAMILTOMN 5T,
HIGH POINT NC
27260

¥ Processing Status

L4
o

Application Submittal
Technical Check
Plumbing

Building

Fire

~ Application Submittal Eiectrical

Permit Izzuance
Inspection
Certificate Issuance

A AT

Mechanical

Review Coordination
Permit Issuance
Inspection
Certificate issuance

Showing 1-5 of 5 | Download results | Add to collection | Add to cart | Copy Record

D Date Record Number Record Type Project Name Description
|:| 07082015 OC15-0120 Residential OTC John Doe's John Doe's
Permit

Application Submittal
Permit 1zsuance

» Inspection
Certificate lssuance

Status Key

i

In Process/Pending

¥ Complete

“ Expired

Status

Address

HIGH POINT NC
27260

Inzpections - In Process J211 5 HAMILTON 5T,

15




How to Schedule an Inspection
1) You can schedule or reschedule inspections by one of two ways:

1-By clicking the “Search Applications” link from the Home page.

Home I Construction Permits. I Land Development

Welcome John Doe

You are now logged in.

What would you like to do tod3y?

To get started, select one of the serfices listed below:

Construction Permits
Create an A
Obtain a Fee Estimate

Search Applicatigns.

Schedule an In h ion

Land Development Code Confirmation
Create an Application Create an A
Obiain a Fee Estimate
Search Applications

General Information

Lookup Property Information
Search for & Licensee

fication

lication

Obtain a Fee Eslimaie

Search Applications

—-0OR-

Code Confirmation

more<-

Cart (0)
Your cart is empty.

2-By clicking one of the module tabs and then clicking “Search Applications”

Home Construction Permits Land Development

Code Confirmation morev

Create an Application | Obtain a Fee Esfimate

2) Once you click “Search Applications”, you will be brought to a screen where you can see all your

Applications.

Search A

licatipng | Schedule an Inspection

‘ Records

N\ ‘

Showing 1-5 of 5| Download results | Add to collection | Add to cart | Copy Record

[] pate Record Number  Record Type Project Name Description
l:l 07/08/2015 OC-15-0120 Residential OTC John Doe's John Doe's
Permit
l:l 07/06/2015 ZP-15-024 Fence Permit Madizon's Fence Madizon's Fence
l:‘ 07/06/2015 RC-15-0045 Residential PARKER PARKER ORLEANS
Construction Permit ORLEANS HOMWBUILDERS
HOMWBUILDERS 4435 SADDLEWOOD
4435 CLUB
SADDLEWOOD
CLUB
[[] 062612015 15TMP-000332 Temporary Event Birthday Party Birthday Party
Permit
l:l 06/24/2015 OC-15-0096 Commercial OTC John Doe's Project  John Doe's Project
Permit
<

Status
Show on Map g]

Address i

211 5 HAMILTOMN ST,
HIGH POINT NC
27260

611 SUNSET DR,
HIGH POINT NC
27262

4435 SADDLEWOOD
CLUBE DR, HIGH
POINT NC 27265

Application Accepted

914 WIMBLEDON PL, |
HIGH POINT NC

27262

535 W PARKWAY AV,
HIGH POINT NC

27262

Permit Issued

>

3) To see more details about your application click the “Record Number”.

Showing 1-5 of 5 | Download results | Add to collection | Add to cart | Copy Record

|:| Date Record Number Record Type Project Name Description
|:| 07/oar2ms OC-154 ~ Residential OTC John Doe's John Doe's
Permit

Status Address

211 5 HAMILTOMN 5T,
HIGH POINT NC
27260
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4) Here is where you can:
e Work Location — See your Project on a map

e Record Details — See a detailed description of your Application

e Fees — See and pay your Application fees
e Inspections — See and schedule Inspections
e Processing Status — Check your Application’s status

e Attachments — See your Application’s Attachments (Plans)
o Related Records — See related records

5) Click “Inspections” to see schedules inspections, schedule inspections or reschedule
inspections.

» Work Location

» Record Details

» Fees

» Processing Status

» Attachments

» Related Records

6) After a permit has been issued you will be able to schedule an inspection. Click the down arrow
next to Actions.

‘ ¥ Inspections ‘

Please schedule in the order displayed.

(Epcoming (1 D

TBD at TBD Pending Electrical-Final (3635) Actions "

1 tor: d =

nspector: unassigne q an
Inspection t) Electrical-Fina

Completed . To contii select an i date and time range by clicking a link on the
Actions qb calendar below:
There are no completed inspections on this record.
View Details Jul 2015 Aug 2015 Sep 2015
hed l Su Mo Tu WeTh Fr Sa Su Mo Tu WeTh Fr Sa Su Mo Tu WeTh Fr Sa
Sc ule . .
. 6 10 1 3456712 6 10 1 12
7) Click “Schedule” 2w @ R T T
2202122 23 24 % s 171819 20 21 ‘
8) Choose a date you would like to have the inspection o hes
on and click the available time for that day. e

(@»8:00 AM - 04:00 PM

\ | Don't forget to select this

Continue Cancal




How to Add New or Revised Documents

1) Repeat steps 1 —4 in “Project Management” until you get to this screen. Click

“Attachments”.

» Work Location

» Record Details

» Fees

» Inspections

» Processing Status

“ﬁ Attachments ,

» Related Records

2) When the module open up, you can click “Select from Account” or “Add”.
3) — By clicking “Selecting from Account”, you will select a document that you have

4)
5)

6)

uploaded to your account in “Account Management”. This document will always be on
your account until you delete it.

-By selecting “Add”, you will be able to choose a file from your computer.

(Note: As of right now, you may only upload documents and other attachments in a PDF

format. Accela does not accept Word docs or AUTOCAD files. Remember files must be
under 64 MB)

View People Attachments
Name Record ID Record Type Entity Type

Type Size Latest Update Ac
No records found.
< >
Select from Account | Add™

After clicking “Add”, choose the file you wish to upload and click “Open”.

Add a description of the file you are uploading. Please state if the file is incomplete, or if
you have received your original document with City Staff’s comments/remarks and this
file you’re uploading is the new one with the changes on it. Please describe. Click “Save”

You should see your document under the Attachments Module.
View People Attachments

Name Record ID Record Type Entity Type Type Size Latest Update Ac
Professiona 0OC-15-0129 Commercial OTC Permit Record Laserfiche 6404 KB 071572015 Ac

Reqistration test pdf Document
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How to Search For a Record

1) You can search for a record by one of two ways:

1-By clicking the “Search Applications” link from the Home page.

Home I Construction Permits. I Land Development

WelcomeJohn Doe

You are now logged in.

What would you like to do tod
To get started, select one of the se

?
hces listed below:

General Information Construction Permits
Create an Application
Obtain a Fee Estimate

Schedule an In h ion

Lookup Property Information
Search for a Licensee

Land Development Code Confirmation
Create an Application Create an Ay
Obtain & Fee Estimate
Search Applications

—-0OR-

lication
Obtain a Fee Estimate
Search Applications

Code Confirmation

more~"

Cart (0)

Your cart is empty.

2-By clicking one of the module tabs and then clicking “Search Applications”

Home Construction Permits Land Development Code Confirmation more ¥
Create an Applicafion | Obtain a Fee Estimate || Search Applications | Schedule an Inspection

2)
see all your Applications and records.

‘ Records

Showing 1-5 of 5| Download results | Add to collection | Add to cart | Copy Record
[] bate Record Number

Record Type Project Name Description
l:l 07/08/2015 OC-15-0120 Residential OTC John Doe's John Doe's
Permit

l:l 07/06/2015 ZP-15-024 Fence Permit Madizon's Fence Madison's Fence

[[] 07/08/2015 RCA5-0045 Residential PARKER PARKER ORLEANS
Construction Permit  ORLEANS HOMWBUILDERS
HOMWBUILDERS 4435 SADDLEWOOD
4435 CLUB
SADDLEWOOD
cLUB
[[] 06/26/2015 15TMP-000332  Temporary Event Birthday Party Birthday Party

Permit

l:l 06/24/2015 OC-15-0096 Commercial OTC

John Doe's Project  John Doe's Project
Permit

<

Show on Map “

Status

211 5 HAMILTOM 5T,
HIGH POINT NC
27260

611 SUNSET DR,
HIGH POINT NC
27262

4435 SADDLEWOOD
CLUBE DR, HIGH
POINT NC 27265

Application Accepted

914 WIMBLEDON PL, |
HIGH POINT NC

27262

S35 W PARKWAY A\,
HIGH POINT NC

27262

Permit Issued

>

Address i

Once you click “Search Applications”, you will be brought to a screen where you can
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3) To search for a certain record you can scroll down to the bottom of the page under
“General Search” and search for anyone’s record, including other peoples since it is

public information.

- The fastest way to search for a specific Application or Record is by the

Record Number or Record ID

- Notice how you can limit your search to Your Records Only or All Records.
(if you do not select one of the boxes, it will default to All Records)
- The more information you enter the faster you can find your results.

General Search

[General search v

Record Number: Record Type:

-@&ar{:h my records only
[] Search All Records

|[cc-15-0120 x| [--Select- v
Project Name:

| |
Start Date: (@  End Date: () Record Status:

[oe/11/2013 | [o7/1e/2015  |EE  [-—Select— v
State License Number: License Type:

| | |--Se|ect-- v|

First: Last:

Name of Business:

Street No.: Direction: | =: Street Name: .;j) Street Type:
| | .| | —Select— v]| | | [Select— v
Unit Type: (3) UnitNo.: (3 Parcel No.:

—-Select-- [ | | | |

City: State: Zip:

P Search Additional Criteria

{ Search P| Clear

6) Click “Search” and click on your record.
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How to Create a Collection

1) Go to “Search Applications” and select the files you wish to add to a collection by checking the
boxes to the left of the Record.
2) Once you have checked the records you want to add to a Collection, click “Add to Collection”

Show on Map!]

Showing 1-20 of 32 | Download resultsAdd to collecti dd to cart | Copy Record
D Date Record Number Record Type P ame Description Status Address i
D 07M16/2015 15TMP-000470  Residential testing testing 321 CIRCLE DR,
Construction Permit HIGH POINT NC
27263
l:l 07M16/2015 15TMP-000471  Commercial test test 222 BALFOUR DR, |
Construction Permit HIGH POINT NC
27263
@ 07M15/2015 OC-15-0130 Residential OTC window window replacement  Application Accepted 102 CHASE AV,
Permit replacement HIGH POINT NC
27260
D 07M15/2015 ZP-15-034 Home Occupation Eddie's ECU Eddie's ECU Accepted for Review 300 RIDGECREST |
Permit Extravaganza Extravaganza DR, HIGH POINT NC
27262
@ 07M14/2015 OC-15-0129 Commercial OTC Commercial OTC  Commercial OTC 555 E SPRINGFIELD
Permit Permit Permit RD, APT A, HIGH
POINT NC 27263
D 0714/2015 CCA50073 Commercial House project for House project for Ray Permit Issued 1234 MONTLIEU AV,
Construction Permit Ray HIGH POINT NC
27260
D 07M13/2015 DS-15-007 Demolished Residential Residential demolition Accepted for Review 2208 E KIVETT DR,
Structure Permit demolition HIGH POINT NC
27260
@nmsxzms 0C-15-0120 Residential OTC John Doe's John Doe's Awaiting Applicant Response 211 S HAMILTON
Permit ST, HIGH POINT NC
27260
D 07/06/2015 15TMP-000373  Zoning Compliance  Country Club ABC Country Club ABC 1010 COUNTRY |
Permit License License CLUB DR, HIGH
POINT NC 27262
@DTIOBQNS 0C-15-0110 Residential OTC Electrical Electrical Construction Permit Issued 810 FERNDALE BV,
Permit Construction V-B  V-B HIGH POINT NC
27262
l:‘ 07/06/2015 ZP-15-027 Home Occupation ACRES ACRES Application Submitted 1012 MEREDITH ST,
Permit PROPERTIES PROPERTIES LLC HIGH POINT NC
LLC 1012 1012 MEREDITH ST 27260
MEREDITH ST
l:‘ 07/06/2015 ZP-15-023 Fence Permit 2421 Bearded 2421 Bearded IRIS Ln Closed - Certificate Issued 2421 BEARDED IRIS |
IRIS Ln High Point High Point 27265 LN, HIGH POINT NC
27265 27265
@DTEOBQDWS 0C-15-0111 Residential OTC Shugart Shugart Management  Inspections-In Process 614 E SPRINGFIELD
Permit Management inc.  inc. RD, HIGH POINT NC

ATAsn

3) Once you click “Add to Collection” You can choose to add them to an existing or create a new

one.
Add to collection | Add to cart | Copy |
1 (O Add to Existing Collection !

] —Select—- v

) Create a New Collection
*Name:

i QTC Perimts

Description:

| This collection hold OTC |
Permits. X

spell check 0

- Crgh |

Cancel
.’

4) You can quickly find your Collections by clicking Collections at the top of the page at any given

time.

| Collectionsﬁtvl fCart (1) | Account Management | Logout
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Selecting the Correct Record Type
Permit Requests (Record Type) Available

Commercial Construction Permit (CC-YY-####) - Required for all work on a commercial building that
doesn’t qualify for an “Over the Counter” request.

Commercial OTC Permit (OC-YY-####) - The Commercial “Over the Counter” Permit request is available
for the work outlined in the table below. It is anticipated that this list will grow over time. When changes
are made all contractors in the Accela system will be notified.

ELECTRICAL MECHANICAL PLUMBING
O Replacement (like for like with no O HVAC Unit Replacement O Water Line Replacement
increase in load) ___Number of HVAC Units O Sewer Line Replacement

O Minor Work (includes up to 5 devices
(i.e. lights (track lighting is one device),
switches, outlets, etc.)

O Fixture Replacement
(includes lavatory, water
closets, etc. and also

O Minor Low Voltage (includes up to 5 includes appliance
devices (i.e. cameras, data ports, replacement (i.e. water
speakers, fixtures, etc.)). heater, dishwasher, etc.)

O Service Change

O 200 amps or less

O Greater than 200 amps
O Temporary Service

O 60 amps or less

O Greater than 60 amps

FIRE ALARM FIRE SPRINKLER
Do not include control panels or power supplies Does not include work in Extra Hazard Group | & Il Design Area
Fire Alarm- Detection System Devices: Fire Protection — Sprinkler Heads
O Relocation and/or up to 5 new devices O Relocation and/or up to 10 new heads
O Relocation of existing devices only O Relocation of existing heads only

Demolished Structure Permit (DS-YY-#i##) - This request only applies to the complete demolition of a
structure. This request can be used for commercial or residential structures. Note: Commercial interior
demolitions use the Commercial Construction Permit.

Fence Permit (ZP-YY-###) - Any fence (non-residential or residential) requires a permit prior to
construction.

Home Occupation Permit (ZP-YY-###) - To operate a business from your residence (the place where you
personally reside) a Home Occupation Permit is required.

Moved Structure Permit (MS-YY-###) - This request only applies to the complete relocation of a
structure. This request can be used for commercial or residential structures.
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Permit Update (AR-YY-####) - The record type is used to “Update” your existing permit. Since High Point

uses the “Complete” permit model there will be occasions where existing permits need to be updated.

Once a request is submitted the “Applicant” can only add documents to a record. They cannot modify
any of the information they submitted (i.e. values in specific fields or contractors associated with a
project). To submit needed changes/corrections the “Permit Update” request is used.

Residential Construction Permit (OC-YY-####) - Required for all work on a residential building that

doesn’t qualify for an “Over the Counter” request. Also use this request when multiple trades will be
involved in a single project (i.e. kitchen remodel involving building, electrical, mechanical, and plumbing
trades can be submitted as one permit request. Identify scope of work and contractors).

Residential OTC Permit (OC-YY-####) - The Residential “Over the Counter” Permit request is available for
the work outlined in the table below. It is anticipated that this list will grow over time. When changes are
made all contractors in the Accela system will be notified.

ELECTRICAL

MECHANICAL

PLUMBING

O Replacement (like for like with no
increase in load)

O Sub-Panel

O Outlets and Fixtures (no limit, just

document the switches, lights, outlets
being added/replaced in residence)

O Temporary Service

O Fuel Line Only (i.e. extending gas
line to serve new fire insert,
generator, grill, etc.)

O Fuel Appliance (grill, logs, range,
etc. - excluding furnaces (see
HVAC Unit below)

___Number of fuel appliances

O Fixtures and Connections
(i.e. bathroom, tub/shower

conversion, sinks,

dishwasher, and washer

machine)

O Plumbing — Utility Services

O Sewer Line

01 60 amps o less O HVA_C? Unit O Water Line
(addition or replacement) 0 Both
0 Greater than 60 amps ___Number of HVAC Units
0 Service Change O Duct Work Only (i.e. adding a
0 200 amps or less return or vent)
O Greater than 200 amps
BUILDING WATER HEATER

O Re-roofing (>$5,000) [$15,000 10/1/2015]
0O Window Replacement (>$5,000) [$15,000 10/1/2015]
O Siding Replacement (>$5,000) [$15,000 10/1/2015]

O Water Heater - Gas (type being installed)
O Water Heater - Electric (type being installed)

Sign Permit (SI-YY-###) - All signage (including banners) require permits prior to installation.

Temporary Use Permit (ZP-YY-###) - Temporary events lasting more than 3 days. Examples include,
Christmas Tree Sales, Vegetable Stands, Food Trucks, etc. that are located at a set location up to 30 days.

Temporary Events are limited to three 30 day periods at a single location during a calendar year. Note:

This record type is also used for “Tent Permits” (regardless of duration). All tents greater than 400 square
feet in area and having certain occupancies require review and permitting.
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How to Download Silverlight

1. If you are having issues with ACA please download Microsoft Silverlight here

http://www.microsoft.com/getsilverlight/Get-Started/Install/Default.aspx

2. Please follow the instructions on this link.

¥

Get Microsoft Silverlight

w Siverlight

Install Microsoft Silverlight now
for a better Web experience

Click to Install >

QUICK DOWNLOAD / 20 SECOND INSTALL

Installation Instructions System Requirements

1. Verify your system requirements

Uninstall Silverlight

All Microsoft Sites

Silverlight home page

Make sure you are running a Silverlight-compatible Windows eperating system and browser and that you have uninstalled

any previous version of Silverlight.

2. Download Silverlight

For Windows Internet Explorer users:

The browser will prompt you to either run or save the installation file (Silverlight.exe). Click Run to start the download. When
the download is finished, the browser prompts you again to run the installer, Click Run to start the installation, Note that you

must have sufficient administrative privileges to install Silverlight.

For Mozilla Firefox users:

Save Silverlight.exe to your hard disk. Once the download is finished, click Open. The installation starts.

w

. Install Silverlight

If you are running the Windows Vista operating system, you will be prempted for security permissions. To continue, you

need to approve

Click Tnstall now' after reviewing the license agreement and privacy statement.

If you have had a previous version of Silverlight installed, or are using Moszilla Firefox, you will need to restart your browser.

You can now use Silverlight.
4. Verify
Verify your installation by experiencing the Silverlight site,

For installation support, visit our support page.
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